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22 April 1980 


MEMORANDUM FOR: ALL CRD Reviewers 


FROM 
GpleL, CLGss catton Koview Division 


SUBJECT : systematic Classification Review at NARS and WNRC 


1. National Archives snd Records Service (NARS) personnel are constantly 
processing and reviewing the classification of records accessioned to NARS by 
various U.S. government agencics Lo get them in proper order and declassify 
them so that they can be made available to the public. One of the responsi- 
bilities CRD has is to perform systematic classification review as requested 
by NARS: to review CIA documents and Clé information found in the records of 
other U.S. government agencies now being processed by NARS to determine whether 
wr not the CIA information can be declassified. This is one of the heaviest 
responsibilities that we have in CR). When we review our own ClA-held records, 
those records will be placed back in CTA Archives and probably won't be seen 
agaln for many years. Our review actions at NARS, however, form a part of the 
process of preparing records for release to the public and when we declassify 
a document, that document could be in the public domain very quickly. The clas- 
sification actions we take at NARS therefore, represent CIA's final decision 
whether or not a particular document or bit of information will continue to be 
protected. 


2. SCHEDULING: CRD reviewers will >be formed into teams and will be 
scheduled for NARS (Pennsylvania Avenue National Archives Building) or for 
Washington National Kecords Center (WNRC, Suitland). Ordinarily, each team 
will consist of two reviewers. When new vevicwers are assigned to CRD they 
will learn the review procedures by working on CTA-held material. Only after 
they have demonstrated an acceptable level of competence in that work will 
they be assigned ta a NARS team, and will po with experienced reviewers the 
fiest time or two to NARS to become familiar with the requirements and proce- 
duces there. Since we have several reviewers who have not been to NARS, they 
are being assigned currentl: as the third person to the various teams. When 
the new personnel have becom preftedient, we will rearrange the teams to consist 
of two reviewers esch. 
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3. Teams are made up to get the broadest vessible background and exper- 
icnce and for car-pooling convenience. Team leacers are selected primarily on 
the basis of length of experience in reviewir, cecords at NARS. Teams will 2c 
te WNRC (Suitland) on rotation (Team A, Team B, Team C, ete.) each Wednesday. 
ti there is insufficient work for a tull day. WNEC personnel will notify us. 
fhe team scheduled for that week wll then he pst at the bottom of the rotation 
list and will miss that turn. This should act monpens often, however, because 
WRC prefers a regular schedule and ha: assigned ove employee, Mr. Reggie 
Washington, to be the coordinator for MA metericl and to prepare sufficient 
w.terdal for each week's review. Since reviewers will be scheduled long in 
acvance for the WNRC review, there shculd be i ninimum of scheduling conflicts. 
Stould a problem arise, hewever, the reviewer shculd report dt to his Branch 
Clief who will make alternate arrangemepts in cocrdination with C/CRD/OPS. The 
person who drives is paid for actuat mileage less the distance between his 
residence and our offices in Rossiyu. To be reinbursed, give the CRD Secretary 
yeut name, date of travel, munber of miles driven to and from WNRC, and the 
distance between your residence and Rosslyn. The CRD Secretary will submit 
all such claims once cach month. Review at NARS (National Archives Building 
or Pennsylvania Avenue) will be on demind. we have not had much work there in 
the past and we usually have two or three days te respond. Travel is accom- 
plished via Metro; it can be done after coming fro the office; and the travel 
expense on Metro is reimbursable. The teams will go to NARS on a reverse 
rotational basis, i.e., Team G, Team F, Team &, etc. 

4. TRAVAL: As noted above, a major consideration in selecting teams is 
tc ensure their ability to car pool and normally you will be expected to travel 
together. If designated team members are unable to car pool regularly they 
should advise C/CRD/OPS for possible change in team assignment. Exceptions to 
car pooling will be made in those circumstances where it is obviously impractical 
because of temporary considerations. In such cases clear it with your Branch 
Chief. To park at WNRC you must use the non-reserved or visitors’ parking spaces 
and get a Temporary Parkiug Pass (the Declassificat ion Branch office can help 
you in this), and place it on the dash. We are unable to get long-term parking 
permits because of the new rules that federal employees pay for their parking. 


5. REVIEW MATERIALS: Coples of applicesle CRPs, vads of 46023A forms, 
cepies of the reviewer's daily statistics sheet, and the necessary stamps have 
been placed in a Review Kit thot wlil be kept in a safe at the Declassification 
Branch offices at WNRC. While the materiel! in the Kit is not classified, 
prudence dictates that wo handle it at WNEo as though it were. Paper, pens, 
felt-tipped pens, and other such materials er: available and will be furnished 
by NARS personnel, 


6. REVIEWING: The following is a general guideline for conducting our 
review work at NARS. Tt is intended to snootir out our joint effort with NARS 
and provide for consistency in review proredures. These procedures are 
developed by NARS and we will find devietions in these procedures because of 
changes in NARS personnel and other factors operating there. Any procedural 
questions or points which come up should oe discussed with our primary contacts 
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at. WNRC whe currently are Ms, Brenda Reser and Mr. Reggie Washington. On pro- 
cedural questions we should be as accommodating with NARS as possible and when 
significant points come out of such discussions coordinate them with C/CKD/OPS. 
tn che area of determining classification stetus llowever, remember that we 
adhere strictly to CIA ruies and guidelines to reach our decisions, A question 
concerning a ciassificaticn ection shecld be tis: assed among the team members 
and 4£ dt cannot be resolved in thar wor dt should be brought back to CRD for 
CRD action. The review euidelines are as fallow : 


a. We do not write er scanp anvthing directly on the documents. 


b. CLA documents sre reviewed for weet: ssification at NARS aud WNRC 
the same as those in ClA-held Leeordss 


L) Tf che ClA document can be eect: ssified, put the following 
stamp on the Worksheet and fill in the cate and your employee number 
(NOTE: At times we have been asked to put the stamp on both the 
Worksheet and the lab which wraps around the document, Check with 
the CLA Coordinater to see how he would Like ft done.) In lieu of 
using the stamp you may write "RELEASE" or simply "R' and the date 


and your employee number: 
fecumemt Re. 


THE C.LA. HAS NO OBJECTION Review of itis cocament by GIA has 
TO THE DECLASSIFICATION OF ASEM Nat: O33! att 
THIS DOCUMENT. [oy G85 2 na-ebfestios ta derlass 
OG the how of SEA ~ : 
STATINTERTY: HR bat? Be te ne sige bees LAPS angele. <A iguana cht 
REVIEWER DATE____.. _ STATINTL 
QO : siag a, GiA interast y 
Bate . Reviewer 


2) Tf the CLA document mast remain classified use the follow iitg 
stamp £illiag ia soar enployee number, the date and encircling the 
classification, or write on the Worksheet “HOLD AT (7S, 5, Cy," 


followed by your embTtov.. @ numer and the date: 
io° 


ILLEGIB 


THIS DOCUMENT CONTAINS INFORMATION 
THAT THE CIA HAS DETERMINED MUST BE 
CLASSIFIED AT THE LEVEL INDICATED: 
TS Ss. 
STAUINGRITY: HAR 


REVIEWER: DATE: 


3) Lt the CTA document can be decte ssified from our point of 
view but should be reviewed Dy another U.S. Government agency because 
of derivative mate rial, and National Archives personnel have not marked 
the Worksheet for such review, Stamp the Worksheet and Tab with the 
following stamp and fill in your employee number, the date, and the sz 
identity of the other aeency that should al so review the document: C) 
ILLEGIB 


% 
DOCUMENT NO. -nescsscsccnnseecsesssneessenevenccuueesoneseconees 


CIA HAS DETERMINED THAT THIS DOCUMENT 
MAY BE DECLASSIFIED SUBJECT TO REVIEW 
BY Boson cca tte hn Pa SE oot oA sh dda ye fa) 


STAPHTHERTY: HR 


REVIEWER: DATES... <cecsccctesessanreesmasiy 


180002-0 


Approved For R 
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4) Complete a form 4023A on cach Ci’ document reviewed whether 
it is declassified or remains classified. See CRP 80-4 for Instruc- 
tions for filling cut the “0234 form on CIA documents encountered at 
NARS and WNRC. 


c. Documents of other U.S, Coverament ayenciles which contain 
derivative or other material of interest to CIA are treated as follows: 


1) If the CTIA information can te declassified, put the following 
stamp on the Worksheet and £il1 in the date and your emplovee number 
(or write "RELEASE" or "R" followed by your employee number and the 
date): : 


ILLEGIB 


THE CLA. HAS NO OBJECTION PO tye AS NO OBJECTION 
TO THE DECLASSIFICATION OF Tes a CECLASSIFICATICN OF 
THIS DOCUMENT, JO: IMENT. 


STATIMDEHORITY: HA al AUTHORITY: HF am 
REVIEWER DATE REVIEWER DATE 


TINTL 


2) If the document must remain classified to protect the CIA 
information, put the following stamp on the Worksheet and fill in the 
level of classification required, the date, and your employee number, !LLEGIB 
or write "HOLD AT (TS, S, C¥," followed by your employee number and 
the date: . 


‘AIS DOCUMENT CONTAINS INFORMATION 
THAT THE CIA HAS DETERMINED MUST BE 
CLASSIFIED AT THE LEVEL INDICATED: 

TS s c 


STAMURAOBITY: HR I 


REVIEWER: DATE: 


d. Several ser : - » , : 
in record copy and are available i tee IARI evgtem tor reference. NARS 
will be given an un Lassitied printeat ot “he C&P ane IM series and should 
be able to take action on these without recercace to the CRD Review Team. 
Examples of other finished intelligence fn DARE are: CIA/RR-GR, ONE Staf<* 
Memos, ER, M, G/E, ULA/RR SM, CLASRR G/E, O/E, CIA/RR=MR~, MR, and CIA/RR PR. 
The major part of this type material is ave beinys declassified and therefore 
printouts will not be made and sent to NARS. If you encounter any of these 
materials, make a list and when you cetucn to our offices check the micro- 
fiche to see what, if any, review action has been taken. Give the details 
to the next team scheduled to po so they can take the necessary action, 
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a. keep statistics on tie work sou do at NARS and WNRC. This should 
include the following details: 


1) Total number cf CIA documents/;aucs reviewed; 

2) Number of CIA documents held (not declassified); 

3) Number of CLA documents releiused (declassified); and 

4) Total number of non-CfA documents/pages reviewed that contained 
information originated by or of interest to CIA, and of that total, the 


number For which we have an OBJECTION to declassification and the number 
for which we have NO OBJECTION to declassification,. 


STATINTL 
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